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Position Description

Read each heading carefully before proceeding. Make statements simple, brief and complete. Be certain the form is Z
signed. Send the original to the Division of Personnel Services. o
Q
<
CHECKONE: | |NEWPOSITION [ |EXISTING POSITION z
PART | — Items 1 through 12 to be completed by department head or personnel office. %
1. Agency Name 9. Position Number 10. Budget Program Number &
Kansas State Board of Pharmacy
2. Employee Name (leave blank if position vacant) 11. Present Class Title (if existing position)
U
(o]
3. Division 12. Proposed Class Title g
K-TRACS S
pd
4. Section 13. Allocation 5
o
@
5. Unit 14. Effective Date N

)
2
E
o
E
6. Location (where employee works) g 15. By: Approved:
city: Topeka County: Shawnee g 16. Audit
7. Check appropriate time: &>‘ Date: By:
[=] Full time [ ] Permanent [ ] Intermittent m Date: By:
]
i : ]
[ ] Part time [« ] Temporary [ ] Percent: L 7 Audit
8. Regular hours of work ° Date: By:
L
FROM: _8:30 []AM []PM TO: _5:00 []AM [«]PM Date: By:

PART Il — To be completed by department head, personnel office or supervisor of the position.

18. If this is a request to reallocate a position, briefly describe the reorganization, reassignment of work, new function added by law or other factors which
changed the duties and responsibilities of the position:

19. Who is the supervisor of this position (person who assigns work, gives directions, answers questions and is directly in charge)?

Name Title Position Number
Jennifer Donnelly Assistant Director K0239077
Who evaluates the work of an incumbent in this position?

Name Title Position Number
Jennifer Donnelly Assistant Director K0239077

20. a) How much latitude is allowed employee in completing the work? b) What kinds of instructions, methods and guidelines are given to the employee in
this position to help do the work? c) State how and in what detail assignments are made:

This position is allowed a significant degree of latitude in completing work. The employee must be self-directed and able to manage his
or her workload with limited oversite from supervisors and Board of Pharmacy leadership. This position is free to utilize technical
expertise and act as a subject matter expert when making decisions within the boundaries of state and federal laws, rules, regulations
and guidelines. The employee utilizes existing best practices for prescribing and dispensation of controlled substances for patient care,
definitions of drug diversion, controlled substance misuse and abuse to guide investigations and decision making.

This position may be eligible for working from a home office that complies with the Board's Telecommuting Agreement.

The employee’s work will be evaluated by the supervisor and presented to the Board, the PMP Advisory Committee, stakeholders and
other government and regulatory agencies for input and feedback.
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21.Describe the work of this position using this page or one additional page only. Use the following format for describing job duties:

What is the action being done (use an action verb); to whom or what is the action directed (object of action); why is the action being done (be brief); how
is the action being done (be brief). For each task state: Who reviews it? How often? What is it reviewed for?

Number each task and indicate percent of time:

No. and %

Job Duties

25%

25%

15%

10%

10%

5%

Research and investigate potential cases of drug diversion through controlled substance dispensations data
reported and monitored as part of the Kansas Prescription Drug Monitoring Program K-TRACS. Instances of
potential diversion and misuse can occur at the patient, pharmacy and prescriber levels.

Research and identify patients with the potential for substance use disorder, prescription misuse, or dangerous
prescribing patterns including but not limited to the following definitions:

Patients receiving more than an average daily dose of 90 or more Morphine Milligram Equivalent (MME)
Patients with multiple provider episode for prescription opioids (five or more prescribers and 5 or more
pharmacies within 90 days)

Patients who are prescribed medication combinations outside professional guidelines for clinical management

Prepare report, recommendations for possible action, and present cases to the K-TRACS Advisory Board for
review and determination. Issue referrals and letters as a result of K-TRACS Advisory Board action. Track,
monitor, and report aggregate information for quarterly and annual review.

Recommend, develop and implement prescriber and pharmacy guidelines for clinical practice based upon
investigations of controlled substance misuse and diversion in collaboration with K-TRACS and Board of
Pharmacy Leadership, the Board of Pharmacy, the K-TRACS Advisory Board and other professional associations
and stakeholders

Present research findings and outcomes, recommendations and best practices guidelines through written and
verbal communication to K-TRACS and Board of Pharmacy Leadership, the Board of Pharmacy, the K-TRACS
Advisory Board and other professional associations, stakeholders and the general public.

Other duties as assigned.
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22. a. If work involves leadership, supervisory or management responsibilities, check the statement which best describes the position:
[ ] Lead worker assigns, trains, schedules, oversees or reviews work of others
[ ] Plans, staffs, evaluates and directs work of employees of a work unit
[ ] Delegates authority to carry out work of a unit to subordinate supervisors or managers

b. List the names, class titles and position numbers of all persons who are supervised directly by employee in this position:
Name Class Title Position Number

23. Which statement best describes the results of error in action or decision of this employee?
[ ] Minimal property damage, minor injury or minor disruption of the flow of work
[] Moderate loss of time, injury, damage or adverse impact on health and welfare of others
[=] Major program failure, major property loss, or serious injury or incapacitation
[] Loss of life or disruption of operations of a major agency

Please give examples:

Incorrect information supplied to individuals requesting data or reports.

Incorrect information supplied to Board, other government, grants, or legislators.

Employee represents herself/himself unprofessionally or behaves in a disrespectful manner.
Inappropriate access, use, or disclosure of confidential information.

Inappropriate use of state resources.

24. For what purpose, with whom and how frequently are contacts made with the public, other employees or officials?

Daily contact with staff, pharmacists, prescribers, K-TRACS users and their delegates, other state government agencies, stakeholders
and members of the public

Monthly contact with Advisory Committee members, Professional Organizations and Regulatory Boards

Quarterly contact with Board members

25. What hazards, risks or discomforts exist on the job or in the work environment?

General office environment discomforts include sitting for prolonged periods of time and the daily use of phones and computer
equipment such as a monitor, keyboard, and mouse. Treadmill desk is available for office use. Time spent traveling in personal vehicle
to Board office for meetings.

26. List machines or equipment used regularly in the work of this position. Indicate the frequency with which they are used:

Position requires some familiarity pharmacy notation, medical terminology, best practices for controlled substance prescribing,
K-TRACS, Microsoft Office suite products, Google products, web-based database system, pdf readers, and other computer software
and applications. Position requires daily use of laptop computer, tablet, wifi hotspot, smartphone, and frequent use of scanner, fax,
copier, and printer.
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PART lll - To be completed by the department head or personnel office.

27. List the minimum amounts of education and experience which you believe to be necessary for an employee to begin employment in this position:

Education — general:
Graduate of an accredited college or university.

Education or training — special or professional:
Post Graduate degree in medicine or pharmacy sciences.

Licenses, certificates and registrations:
Licensed Medical Doctor (MD), Doctor of Osteopathic Medicine (DO), Registered Pharmacist (RPh) or Doctor of Pharmacy (PharmD)

Special knowledge, skills and abilities:

Knowledgeable in controlled substance prescribing best practices
Able to demonstrate competence in gathering and interpreting information about drug diversion, potential prescription drug misuse and

substance use disorders

Experience — length in years and kind:
Minimum 3 years experience in a clinical setting prescribing or dispensing controlled substances.

28. SPECIAL QUALIFICATIONS
State any additional qualifications for this position that are necessary either as a physical requirement of an incumbent on the job, a necessary special
requirement, a bona fide occupational qualification (BFOQ) or other requirement that does not contradict the education and experience statement on the
class specification. A special requirement must be listed here in order to obtain selective certification.
Ability to work independently with little or no direction
Clear and effective written and oral communication skills
Ability to use independent judgment to accomplish tasks to meet deadlines

Valid Driver's License

Signature of Employee Date Signature of Personnel Official Date

Signature of Supervisor Date Signature of Agency Head or Appointing Authority Date
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	36: Research and investigate potential cases of drug diversion through controlled substance dispensations data reported and monitored as part of the Kansas Prescription Drug Monitoring Program K-TRACS.  Instances of potential diversion and misuse can occur at the patient, pharmacy and prescriber levels.  


Research and identify patients with the potential for substance use disorder, prescription misuse, or dangerous prescribing patterns including but not limited to the following definitions:

Patients receiving more than an average daily dose of 90 or more Morphine Milligram Equivalent (MME) 
Patients with multiple provider episode for prescription opioids (five or more prescribers and 5 or more pharmacies within 90 days)
Patients who are prescribed medication combinations outside professional guidelines for clinical management

Prepare report, recommendations for possible action, and present cases to the K-TRACS Advisory Board for review and determination. Issue referrals and letters as a result of K-TRACS Advisory Board action. Track, monitor, and report aggregate information for quarterly and annual review.


Recommend, develop and implement prescriber and pharmacy guidelines for clinical practice based upon investigations of controlled substance misuse and diversion in collaboration with K-TRACS and Board of Pharmacy Leadership, the Board of Pharmacy, the K-TRACS Advisory Board and other professional associations and stakeholders 


Present research findings and outcomes, recommendations and best practices guidelines through written and verbal communication to K-TRACS and Board of Pharmacy Leadership, the Board of Pharmacy, the K-TRACS Advisory Board and other professional associations, stakeholders and the general public.  


Other duties as assigned. 
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	98: Position requires some familiarity pharmacy notation, medical terminology, best practices for controlled substance prescribing, K-TRACS, Microsoft Office suite products, Google products, web-based database system, pdf readers, and other computer software and applications. Position requires daily use of laptop computer, tablet, wifi hotspot, smartphone, and frequent use of scanner, fax, copier, and printer.
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	103: Minimum 3 years experience in a clinical setting prescribing or dispensing controlled substances.  
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Clear and effective written and oral communication skills 
Ability to use independent judgment to accomplish tasks to meet deadlines
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